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1. Introduction. The National Oceanic and Atmospheric Adminigtratiorrs (NOAA) Nationa
Marine Fisheries Service (NMFS) Policy Directive 30-101 establishes the NMFS Policy Directives
System (PDS) for officid NMFS policy. Thisingruction describes the PDS structure and management
of policy formulation.

2. NMFS Palicy Directives Syssem Components. The PDS congsts of policy directives,
procedura directives, and supplements.

2.1  Pdicy Directives. Policy directives are orders of the Assstant Administrator (AA) for NMFS.
Policy directives initiate and define NMFS activities, as well as establish authorities and respongibilities.
Appendix A provides detailed ingtructions on the format, content, and approva process for policy
directives.

2.2 Procedura Directives. Procedurd directives implement policy directives. They are issued by
NMFS Headquarters and are comprised of instructions and/or manuas. Appendix B provides detailed
ingtructions on the format, content, and approval process for procedural directives.

2.3  Supplements. Supplements adapt procedurd directives to address field requirements. The
NMFS Regiond Offices, Science Centers and field offices may issue supplements.  Supplements will
not be issued for policy directives. Supplementswill not detract from or conflict with procedura
directives. Appendix C provides detailed ingtructions on the format, content, and approva process for
supplements.

3. Writing Style and Standardized Terminology. Use the active voice in dl directives to convey
policy. Keep sentences smple and concise. Use the following terminology to emphasize key policies:

a WIll: Theuseof “will” indicates a definitive course of action. “Will” is used to convey
high-leve policy closely related to NMFS' misson.

b. Should: Theuseof “should” indicates a recommended course of action.
C. May: Theuseof “may” indicates an optiond or permissible practice.
Useof “dhdl” is not recommended.
4, Punctuation For punctuation guidance, supplement the Federd Government:s officia reference

manud, the Gover nment Printing Office Style Manual, with The Gregg Reference Manual and the
NMFS Correspondence Handbook.
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5. Use of Acronyms. Define an acronym thefirg timeit isused. Place the acronymin
parentheses after the word or phrase being defined. For example:  the Nationa Marine Fisheries
Service (NMFS). Use only the acronym in the remainder of the document.

Series| Managing Marine | Series| Adminigration &
| nter nal

Operations**

01 Fisheries Management 30 Administration and
Operations
Protected Resources M anagement 31 Financial M anagement and
Budget
Information Management

02
03 Habitat Conservation and 32
Restoration
04 Science and Technology 33 Planning
05 Constituent Services A Facilities and Equipment
06 Law Enforcement 35 Workplace Safety
07 36
03 37

33

Seafood I nspection Human Resources
International Affairs Staffing and Organization
Equa Employment
Opportunity

39 External Communications and
Affairs

Figure 1. Organization of the PDSinto Functional Areas

6. NOAA Corporate Name. Usetheterm “NOAA” as a precedent to NMFS the firgt time
NMFS ismentioned in adirective. Spell out “NOAA” as “Nationa Oceanic and Atmospheric
Adminigration’” thefirg timeitisused. (See“1. Introduction’ of this section for an example))

7. Organization and Management. The PDS is organized according to mgor functiona areas (see
Figure 1). Eachfunctiond areaisasigned aseriesnumber. The PDS Web ste
(Wwww.nmfs.noaa.gov/directives) is the primary means for accessing directives and supplements. The
officid sgned hard copy of each policy and procedurd directive isfiled within the Office of Policy (OP).
The officid hard copy of asupplement isfiled at theissuing office.

8. Deveopment, Coordination, and Approva. All policy directives, procedura directives, and
supplements will be developed, coordinated, and approved following ingtructions provided in
Appendices A, B, and C. The office responsible for developing and coordinating a PDS component and
guiding it through the gpprova process is known as the Office of Primary Responghbility (OPR).
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0. PDS Pogtings Subscription. PDS users can sign up for a subscription to receive e-mail notices
of new pogtings a the PDS Web ste: www.nmfs.noaa.gov/directives. All senior leedership will be
subscribed automatically to the notification system.

10. Use of Hyperlinks. Be aware when using hyperlinksin directives that any reference from the
NMFS Web server to any non-government entity, product, service or information does not congtitute an
endorsement or recommendation of such by NOAA or any of itsfield offices or employees. NMFSis
not respongble for the contents of any “off-gte” Web pages referenced from NMFS servers. A
disclaimer indicating this can be found on the bottom of the NMFS and PDS Home pages.
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APPENDIX A - NMFS Policy Directives
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1 Introduction. NMFS Palicy Directives System (PDS) policy directives are concise, highly
structured documents. Policy directives define mgor activity areas of NMFS and associated
management authorities and respongbilities. Mgor activity areas recognize operationa functions of
NMFS (eg., fisheries management) or important staff functions assigned to agency personnd (e.g.,
policy formulation). The signatory or gpproving authority for policy directivesisthe Assistant
Adminigrator (AA) for NMFS. (An exception to thisis described in section 7.1.)

2. Format. The format ingtructionsin this section will be followed for dl policy directives. The
format of the parent policy directive (NMFSPD 30-101) to thisingruction serves as the guiding
example.

21  Magns. Setleft and right marginsto 1 inch. Set bottom margin to 0.6 inch. Set top margin to
1 inch for the banner page and 0.6 inch for every page theregfter.

2.2  Font. Use 12 point Times New Roman font throughout the document.
2.3  Tabs Tab stops should be set every 0.5 inches from the left margin.

24  Headers. Include aheader congsting of the PDS number and the directivess effective date. For
policy directives, the PDS number conssts of “NMFSPD” followed by the series code, adash, and a
number indicating the directivess pogition within the series. The header text is bold and right justified.
Suppress the header on the banner page. Templates for PDS banner pages and headers are located in
the Toolkit of the PDS home page at  http:/Amww.nmfs.noaa.gov/directivestoolkit/toolkit.ntm.

25 PageNumbering. Set page numbersto appear at the bottom center of each page. Suppressthe
page number on the first page.

3. Banner Page. Thefirg page of apolicy directive condgsts of a banner with a blue heading
followed by document information. The sgnature block is at the end of the main body of the policy
directive. Figure A-1 depicts the banner format. Templates for PDS banner pages and headers are
located in the Toolkit of the PDS home page at http://Amww.nmfs.noaa.gov/directivesitool kit/toolkit.htm.

A-2
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Department of Commerce $ National Oceanic & Atmospheric Administration $ National Marine Fisheries Service

(a) NATIONAL MARINE FISHERIES SERVICE POLICY DIRECTIVE 30-101

(b.) SEPTEMBER 3, 2004

(c.) Administration and

(d.) POLICY FORMULATION

(e) NOTICE: Thispublicationisavalablea: http://mww.nmfsnoaa.gov/directives.

(f.) OPR: F/P(A. Gautam) (h.) Certified by: F/P (M. Halliday)
(9.) Typeof Issuance: Initid.

(i) SUMMARY OF REVISIONS:

Figure A-1. Sample banner format for a policy directive

Fll in the banner with the directive system information as follows:

a

PDS Policy Directive Title and Number - Thetitlewill conag of “NATIONAL
MARINE FISHERIES SERVICE POLICY DIRECTIVE” followed by a space and
the PDS number. The PDS number will consigt of the series number, followed by a
dash, and adirective number beginning with 101 and continuing up to 999. For
example, thetitle for the firat policy directivein the“30” seriesis“NATIONAL
MARINE FISHERIES SERVICE POLICY DIRECTIVE 30-101" (see Figure A-1).

F/OP assgns palicy directive numbers.

Effective Date - Leavethisblank until the directive issgned. The effective dateis
normally two weeks (14 cdendar days) after the directiveis sgned by the approving
authority (eg., to alow time for implementation and/or training on anew directive). The
effective date isthe anniversary date for the directive.

In cases where the OPR desires the directive to become effective later than two weeks
after Sgnature, the OPR should include the rationale for the date as part of the
background information accompanying the directive. The OPR aso should specify the
desred effective date in relative terms (i.e., 90 days after the directive is signed).
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Mandatory packaging requirements are posted on the PDS Web site in the Toolkit at
http:/AMww.nmfs.noaa.gov/directives/toolkit/toolkit.htm.

C. Series Title - Title of PDS series where the policy directiveisfound. Titles are found
in Fgure 1 in the main body of NMFSI 30-101-01.

d. Subject Title - Name describing the activity area covered by the policy directive.
e Notice - The URL for the location of the document on the NMFS PDS Web site.

f. Office of Primary Responsibility (OPR) - Routing code for OPR responsgible for the
directive followed by name of the author in parenthesis (firgt initid and last name).

s} Type of Issuance - Term indicating type of most recent issuance. Options are:

(@D} Initid - first issuance of policy directive under the PDS.
2 Renewal - annua update of the directive, or an unscheduled update issued
between annua updates.

h. Certified by - Name of office director or designee. Use same format as OPR block.

I. Summary of Revisions - Ligt al documents superseded by the policy directive.
Include the full title, issuance number, and date of the documents being superseded. If
the directive is a renewal, summarize the mgor changes made from the previous verson
of the directive, if any. If aninitid issuance of adirective, this section should remain

empty.

B Banner Color - Use the 20 percent fill setting and the standard blue color for banner
table cdls containing (8) through (d).

4, Content. Policy directives should be no more than three pages in length (indluding the
attachment required in Section 4.5). Do not include atable of contents. Include sections with the
information identified below.

4.1  Introduction. Provide abrief explanation of the need for the activity area covered by the
directive. Close with a one-sentence summary of the purpose and scope of the directive.

4.2  Objective. Provide ashort description of the purpose of the activity areaasit is carried out by
NMES.

4.3  Authorities and Responsibilities. Begin with the words “This directive establishes the following
authorities and respongbilities ™ After that, use subsections to describe the role each NMFS leve has
in the activity area.




NMFSI 1-101 effective date

4.4  Measuring Effectiveness. Provide abrief description of the measures that will be used to
determine whether the objective stated in 4.2 has been attained.

45  Reerences. Sdect one of the following two options for including references. At the end of the
directive, Sate:

1 “This policy directive is supported by the references and glossary of termslisted in
Attachment 1.” Provide an Attachment 1 listing al procedurd directives linked to the
policy directive.

or

2. “Procedurd directives will be issued to implement this policy as needed.”

In Attachment 1, whichever option is selected, include aglossary for dl policy-reated terms used in the
directive.

46  Sgnaureand Dae Line. The dgnature and date line begins four lines beneeth the lagt line of the
policy directive narrative. Generdly, the line should be 45 spaces long (or extend from the 1 inch
position to the 4.75 inch position). The AA:s name and title should be directly under the line and flush at
the left margin. Theword “Date” should be at the 3.67 inch position under the line. However, theline
may be extended, as needed, for aname and date that overrun or crowd the specified 45 spaces.

5. Deveopment, Coordination, and Approva. OPRs at NMFS Headquarters will develop and
provide updates to policy directives. Depending on the nature of the policy, development of the origind
draft(s) may be done entirely within the OPR, by an intra-agency workgroup, or some other arrangement
involving more than one office (including Science Centers and Regiond Offices). Regardless of the
daffing associated with developing the policy, the AA will assign the lead for development, coordination
and approva to one OPR.

All initid policy directives will pass through the coordination and review sequence described in this
section. The process for renewals is described in Section 6.

51  Coordination. The OPR sendsadraft policy directive for review by senior directorsindl

NMFS offices. Offices are defined as NMFS Headquarters offices, Regiona Offices, and Science
Centers. Senior directors include Office Directors, Regiond Administrators, Science Center Directors,
and the deputies from each office or center. Directors are given at least 15 working daysto e-mall
comments on the draft version to the OPR, with a copy to al other offices. Responses take two forms:
acceptance as written, or acceptance with recommended changes. If an office does not respond by the
close of business on the due date, it is presumed to accept the directive as written. The OPR collects
and evauates the responses. If dl responses indicate acceptance as written, the certifying officid certifies
that the directive is ready for General Counsel review. Otherwise, further coordination occurs as
necessary and as time permits to produce a consensus version.

A-5
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Ingtructions for assembling the PDS policy directives package are available in the Toolkit at
http:/Amww.nmfs.noaa.gov/directivesitool kit/toolkit.ntm. A routing/correspondence control sheet is
required for coordination of policy directives.

5.2  Dispute Resolution. When responses from one or more offices indicate acceptance with
recommended changes, the OPR has the option to prepare a revised verson incorporating the changes.
Disputes are resolved at the lowest possible level, and the OPR seeks to devel op consensus when
preparing afinal verson. However, the OPR is not obligated to indefinitely delay the directive
implementation process until a consensus can be reached.

When one or more office is known to sill have a dissenting opinion, the OPR includes a point paper in
the package to be submitted to the AA for fina approva. This point paper identifies the dissenting
party(ies) and the mgor area(s) of disagreement, and includes an explanation for the text ultimately used.
As acourtesy, the OPR should share the point paper with al other offices, dong with thefina versgon of
the directive. This communicates the reason(s) for the disagreement and the final choice of text.

5.3  Generd Counsd and Public Review. The OPR sends a certified palicy directive to the Generd
Counsd for Fisheries (GCF) for legd clearance. All comments, including dissenting comments, are
included in the GCF package. The OPR incorporates changes from GCF, as appropriate. If the
directiveisto be subject to public comment and/or review, the OPR coordinates this and incorporates
changes as gppropriate. If substantia changes are made as aresult of the public review, the OPR sends
the directive to dl offices again asdescribed in

Section 5.1.

54  Approva. The OPR prepares a package (i.e., file folder) for approva according to F/OP
guiddines. Mandatory packaging requirements are posted in the Toolkit of the PDS home page at
http:/mww.nmfs.noaa.gov/directives/itool kit/toolkit.ntm. This package includes the directive and
responses received from all offices. One package is prepared for each directive. Directives should not
be combined in folders. F/OP reviews this package within five days. F/OP then forwards the directive
tothe AA. The AA considers comments, including dissenting comments, in deciding whether or not to
approve the directive.

A policy directive becomes officia when the AA (or his desgnee) sgnsthe officid hard copy on the
banner page. F/OP enters the effective date (normaly 14 caendar days after the Sgnature date) on the
officid hard copy, assgns the directive a number using the indructionsin Appendix D, and advises the
OPR the directive has been sgned. The OPR then enters the effective date and directive number on the
banner page and header of the electronic verson. The OPR adso enters the term “sgned”’ and the date
on the signature line, and provides F/OP with a copy of the approved directive as a .pdf (Portable
Document Format) file. F/OP pogts the directive on the PDS Web site within three working days.
F/OP maintains the sgned hard copy of each policy directive aong with a copy of the
coordination/clearance sheet and any other essentiad coordination documentation. Officia signed copies
are permanent Federa records and will be archived following NOAA and Nationd Archives guiddines.

A-6
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6. | ssuance Types.

6.1 Initid. Each policy directive will have afirst issuance under the PDS. Theseinitid issuances are
coordinated as outlined in Appendix A, Sections 5.1 through 5.4.

6.2  Renewa. Each policy directive will undergo an annua review process based on the effective
date of the directive. The effective date begins a one-year period known as the annud review
cycle. Theannua review cyce will be completed by the anniversary date of the directive, which
isone year from its effective date. The OPR may aso conduct an unscheduled update of a
directive before the anniversary date if circumstances warrant such a change (for example, if the
exiging policy directive conflicts, competes or isincongstent with guidance in new legislation or
reguletions.)

The renewal process is summarized in Figure A-2 and described in Sections 6.2.1 and 6.2.2.

Existing policy directive
(with an effective date)

v

90 daysbefore anniver sary date:
F/MB2 sends an e-mail “tickler” notice to OPR
reminding them to complete update process
by anniversary date.

v

30 daysbefore anniver sary date:
OPR compl etes devel opment and coordination of
directive drafts and produces final document or
provides certification that update is not necessary.

v

Anniversary Date:
Directiveis signed. Annual update cycle ends.

Figure A-2. Summary of the policy directiverenewal process.

6.2.1 Recommendationsfor Update. At any time during the first nine months of a policy directivess
annua review cycle, management at any office may notify the OPR of any recommended changes to the
directive.

6.2.2 Update Process. Approximatey ninety caendar days prior to adirectivess anniversary date,
F/OP sends a natice reminding the OPR to complete the update process before the end of the annual

A-7
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cycle. The OPR evduates any update recommendations received from offices during the first nine
months of the annud cycle.

If no update recommendations were received from other offices by 90 calendar days before the
anniversary date and the OPR could not identify the need for an update, a directive may stand without
modification through the year-s annua cycle. When a directive does not require an update, the OPR
provides a certification memorandum, signed by the directive certifying officid (i.e., Office Director), to
F/OP by day 60 of the 90-day update period indicating the directive was reviewed and is current. A
policy directive certification memorandum template is available at the PDS Web site Toolkit at
http:/Mmww.nmfs.noaa.gov/directivesitoolkit/toolkit.htm. The sgned certification memorandum is
electronicaly sent to FIOP in .pdf format for posting a the PDS Web ste. When converting the
document to .pdf format, the OPR assigns an gppropriate file naming convention number using the
ingtructions provided in Appendix D.

If update recommendations have been received by 90 calendar days before the anniversary date, or if the
OPR identifies the need for an update, then one of two Stuations occurs. In the firgt Stuation, the OPR
will complete staff work to update a directive by day 60 in the 90-day update period. Thisincludes
coordination with other offices (Section 5.1) aswell as dispute resolution (Section 5.2). Thelast 30
caendar days of the 90-day period are reserved for GCF coordination (Section 5.3) and signature by the
AA (Section5.4).

The OPR should begin coordinating afirg draft by the 10th working day in the 60-day staff work period.
A complete document is coordinated which has the areas revised during this update cycle indicated with
redline and strikeout. \When the coordination process is finished, a complete document with changed
areas marked is provided for GCF review.

The effective date (14 calendar days after signature) is entered in the banner page and header and serves
asthe new anniversary date for the next annua review cycle. Thisisfollowed by the find gpprovd
process as outlined in Section 5.4.

In the second situation, the OPR may recommend not to update a directive even when an office has
requested a change if circumstances (e.g., legidative) dictate the need for it to remain unmodified. In this
case, the unchanged directive, the comments received by other offices, and a statement from the OPR as
to why the suggested change should not be incorporated are sent to GCF for review and then to the AA.
The AA sgnsthe certification memorandum in this case (rather than the Office Director).

In dl cases, the OPR may request awaiver from F/OP if adirective cannot be updated by the end of the
annud review cycle. Such requests briefly state the reason additiond timeis needed and include anew
completion date.

7. Recison A policy directive will be rescinded when it is no longer needed. The procedures

outlined in Section 5 on development, coordination, and gpprova should be followed for recisons of
policy directives. Only the AA for NMFS can rescind apolicy directive (except in an emergency

A-8
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gtuation, see 7.1 below). The format for recison of apolicy directive islocated in the PDS Web ste
Tooalkit at: (http:/Amww.nmfs.noaa.gov/directivesitoolkit/toolkit.htm). The number assgned to the directive
is retired when the directive is rescinded.

7.1  Emergency Recison Inan emergency Stuation, the OPR may immediately rescind a policy
directive and notify F/OP.F/OP digtributes an e-mail notification of recison to dl PDS users and removes
the directive from the PDS Web site.

A-9
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APPENDIX B - NMFS Procedural Directives

Table of Contents: Page
IO 1 1o (U o o 1RSSO B-2
A 01 0 PSP RT PP RTRRRPR B-2
P20 R = (] ST TSSOSO B-2

F A 0 | PSR B-2
20 T I o = B-2
P o 1= 2'e (= £ TSP B-2
2.5 PagE NUMDENNG. ... .ottt bbbttt e bbb b bt e enes B-3

3. BAINNE PAOE ... e r e r e e reene e B-3
R o = | ST B-5
A1 TaDlE OF CONLENES.....ccuiiieieieieee ettt st s b e b s e bt b s sae e e B-5
S (Vo[ = SRR B-5
4.3 Section Numbering and Paragrahs..........cccueeieeiiieiie et B-5
4.4 TaDIESANA FIQUIES......cceiiieiiitieiee ettt bbb b e bbb B-5
A5 FOMMNS ..ottt ettt et e e s ae e e et e she e eae e e eae e e aseesReeeane e eRe e e nneeeneeenreeaneeeneenneens B-6
4.6 APPENTICES. ...ttt bbbt et bRt h et et b bR b b B-6
4.7 Specid Instructions for MOA/MOUS........cueiiiiiiie et snee s B-6

5. Deveopment, Coordination, and APRrOVE ..........ccceiiieiieiiiece et B-6
o300 R 0o (001 o I B-6
A D E o 1= o= o[ 1o o PRSP B-6
5.3 Genera Counse and PUDIIC REVIEW ........c.ccueiieriieeceese e B-7
LY A N oo 101 PSSP B-7

L o s = o Y o= SRR B-7
G300 I 11 1= B-7
5.2 RENEWE ... bbbt a et b ettt a e b e nas B-7
6.2.1 RecommendationSfor UPaLe...........ceoereririieiesie et B-8

B.2.2 UPUAE PrOCESS......ccuiiiitieiie ettt ete ettt e s be e sae e e be e sneessbeesbeesnneeanee s B-8

A L= 1= o o PSPPSR B-9
7.1 EMEQENCY RECISON.....oiuiiiiiiiieieie sttt sttt e et bbb sesae e B-9

B-1



NMFSI 1-101 effective date

1 Introduction. Procedural directives provide instructions and guidelines required to carry out a
magjor activity area. Procedura directives occur in two forms.

a Ingtructions - Ingtructions direct action, ensure compliance, and provide detaled
procedures. Other unique types of documentsfal under this classfication:

I.  Product specifications - assgn responsibilities, define format, content, and
issuance times of operationd NMFS products (e.g., Nationd Environmenta
Palicy Act documents, Rulemakings, Biologica Opinions, Recurring Reports
(Business Reports, Program Reviews, Congressiona Reports)).

ii. Memoranda of agreement (MOA) and memoranda of understanding (MOU) -
consdered to be specid types of indructions. (See Section 4.7)

iii. Operating Agreements - written terms of reference detailing the rdaionships and
divison of labor among two or more organizationa entities within NMFS,

b. Manuds - Manuas provide procedures used for performing standard tasks or supporting
training and education programs.

The gpproving authority for a procedura directive is the director of the OPR.

2. Format. Follow the general format guiddinesin this section for dl ingructions and manuas. The
format used in this ingtruction serves as the guiding example.

21  Magns. Setleft and right marginsto 1inch. Set bottom marginto 0.6 inch. Set top marginto 1
inch for the banner page and 0.6 inch for every page thereefter.

2.2  Font. Use12 point Times New Roman font throughout the document. OPRs may diverge from
this requirement and use fonts such as Courier New when necessary for product specifications or smilar
documents.

2.3  Tabs Except for the table of contents, tab stops should be set every 0.5 inches from the left
margin.

24  Headers. Include a header conssting of the NMFS Directive System (PDS) number and the
directivers effective date. For procedurd directives, the PDS number conssts of “NMFSI” (for NMFS
ingruction) or “NMFSM” (for NMFS manudl); followed by the series code, a dash, and a number
indicating the directivers pogition within the series. The header text is bold and right justified. Suppress
the header on the banner page. Templates for PDS banner pages and headers are located in the Tool kit
of the PDS home page a http://www.nmfs.noaa.gov/directives/toolkit/toolkit.htm.
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25  PageNumbering. Set page numbersto appear at the bottom center of each page. Suppress
page numbering on the first page. For gppendices, reset the page number to 1 on the first page and use
format <gppendix letter - page number> (e.g., A-1).

3. Banner Page. Thefirg page of an ingtruction or manua congdts of abanner with ayelow
background followed by document information and a signature block. Figure B-1 depicts the banner
format. Templatesfor PDS banner pages and headers are located in the Toolkit of the PDS home page
at http:/Amww.nmfs.noaa.gov/directivesitoolkit/toolkit.htm.

Department of Commerce $ National Oceanic & Atmospheric Administration $ National Marine Fisheries Service

(a) NATIONAL MARINE FISHERIES SERVICE INSTRUCTION 04-104-01
(b.)SEPTEMBER 15, 2004

(c.) Operations and Services
(d.) Observer Program Policy, NMFSPD 04-104

(e.) OBSERVER PROGRAM STANDARDS AND GUIDELINES

(f.) NOTICE: This publication is available at: http://www.nmfs.noaa.gov/directives/.

(9.) OPR: F/ST (D. Hansford) (i.) Certified by: F/ST4 (V. Cornish)
(h.) Type of Issuance: Initid.

(i.) SUMMARY OF REVISIONS:

(k)

Douglas DeMaster, Ph.D. Date
Director, Office of Science and Technology

Figure B-1. Sample banner format for a procedural directive.

Fill in the banner with the directive informeation as follows;

a. PDSProcedural Directive Titleand Number - Thetitlewill consgt of “NATIONAL
MARINE FISHERIES SERVICE INSTRUCTION” or “NATIONAL MARINE FISHERIES
SERVICE MANUAL” followed by a space and the PDS number. The PDS number will consst
of the policy number and an ingtruction or manud number beginning with 01 and continuing up to
99. For example, thetitle for the firgt indruction under the fourth policy directive in the “04”
serieswould be “NATIONAL MARINE FISHERIES SERVICE INSTRUCTION 04-104-01"
(seeFigure B-1).
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Ingtructions and manuals should have different numbers. For example, an ingruction and manud
should not be identified as NMFS| 04-104-01 and NMFSM 04-104.01 They should be
different (eg., NMFSl 04-104-01 and NMFSM 04-104-02) to facilitete identification when
using the dectronic filing numbering system (see Appendix D).

F/MB2 assigns procedura directive numbers.

. Effective Date - Leavethisblank until the directiveissgned. The effective date is normdly two
weeks (14 cdendar days) after the directive is signed by the gpproving authority (e.g., to dlow
time for implementation and/or training on anew directive). The effective date isthe anniversary
date for the directive.

In cases where the OPR desires the directive to become effective later than two weeks after
sgnature, the OPR should include the rationale for the date as part of the background information
accompanying the directive. The OPR should aso specify the desired effective date in relative
terms (i.e., 90 days after the directive is signed).

Series Title - Titleof PDS series where the directive isfound. Titlesare found in Figure 1 in the
main body of NMFSI 30-101-01.

. Policy Directive - Name and number of policy directive being implemented.
Subject Title - Title describing the directivess subject matter.
Notice - The URL for the location of the document on the NMFS PDS Web site.

. Office of Primary Responsibility (OPR) - Routing code for OPR responsible for the directive
followed by name of the author in parenthess (firgt initid and last name).

. Typeof Issuance - Term indicating type of most recent issuance. Options are:
(1) Initid - firgt issuance of directive under the PDS.
(2) Renewd - annud update of the directive, or unscheduled update issued in between annua
updates.
Certified by - Name of OPR:s divison chief or designee. Use same format as OPR block.
Summary of Revisons - Lig of dl documents superseded by the directive. Include the full title,
issuance number, and date of the documents being superseded. If the directiveis an update,

summarize the mgor changes made from the previous version of the directive. If aninitid
issuance, this section should remain empty.
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k. Signatureand Date Line - The sgnature and date line begins four lines benegth the last line of
the Summary of Revisons. The line should be 45 spaces long (or extend from the 1 inch position
to the 4.75 inch position). The name and title of the gpproving authority should be directly under
the line and flush a the left margin). Theword “Date’ should be at the 3.67 inch position under
theline. The line may be extended, as needed, for a name and date that overrun or crowd the
specified 45 spaces.

I.  Banner Color - Usethe 20 percent fill setting and the standard yellow color for banner table
cells containing (a) through (€).

4. Content. Follow the structure and content ingtructions outlined below for the main body following
the banner page. The body of the document should begin on anew page. Thetitle of the document
should be bold and centered immediately below the header.

41  Tableof Contents. Follow theformat used in NMFSl 1-101. Thetable of contents should
begin two lines below thetitle. The words “Table of Contents” should be underlined and digned at the
left margin. The word “Page” should be underlined and digned at theright margin.  Set tabs at 0.25 inch,
0.60 inch, 1.10 inch, and 1.60 inch. Place the page number for each section, subsection, sub-subsection
and, should it be necessary, afourth level subsection along the right margin using dot leaders. For along
title needing additiond lines, use the same indentation asthe first line and start the dot leader from the first
line. Thetable of contents for an ingtruction covers only the main body of the document. Provide a
separate table of contents for each gppendix (if any). Thetable of contents for the main body of the
document should include a section entitled “Appendices’ dong with the title of each gppendix. Thetable
of contents for amanua may cover the entire document.

4.2  Structure. Place policy-oriented materid to guide decisons and actionsin the main body.
Didtribute more detailed “how-to” information into appendices.

4.3 Section Numbering and Paragraphs.  Sections, subsections, and sub-subsections are titled and
structured as follows:

n. Section Title.

n.n Subsection Title.

n.n.n  Sub-subsection Title.

Under any of these levels where items are listed for emphasis or dlarity, indent text a 0.5 inch steps as
follows

a XK XK XXX XXX XK XK IKXXX XOKKK.

(1) XK XK I XXX IO XK XXX XKKXX
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44  Tablesand Figures. Tablesor graphics may be placed a any location within an ingtruction or
manua. Number tables and figures seridly in the main body of the directive. 1n gppendices, include their
letter in serid numbering, i.e., “<appendix |etter>-<figure number>.”

45  Forms. OPRsare respongble for continuing the use of exigting forms or creating new forms.
New forms created for a directive should have a corresponding PDS directive number. The OPRis
responsible for maintaining and digtributing the form(s). Exigting forms will remain in use until replaced by
an OPR. All forms must be consstent with relevant NOAA Adminigrative Orders (NAOSs) or
Depatment Administrative Orders (DAOs). (See DAO 205-10 and NAO 205-10.)

46  Appendices. Useagppendicesin ingructions or manuas as necessary. Follow the format used in
this and other appendices of the parent indruction.

4.7  Specid Ingructionsfor MOA/MOUs. MOA/MOUs referenced in or relevant to policy and
procedurd directives must be filed as procedura directives. The procedurd directive includes a banner
page followed by an introduction explaining the background of the document. Follow the introduction
with alist of people who signed the memoranda and the entities they represent. Then include a copy of
the MOA/MOU as an Appendix.

5. Devel opment, Coordination, and Approva. OPRs at NMFS Headquarters will develop and
provide updates to procedura directives. Depending on the nature of the procedurd directive,
development of the directive may be done entirdy within the OPR, by an intra-agency workgroup, or by
some other arrangement involving more than one office (including Science Centers and Regiond Offices).
The lead for drafting the directive may be assigned to a Science Center or Regiond Office with extensve
interest or expertise; however, the OPR associated with the parent policy retains responghility for find
coordination and gpproval of the procedurd directive. With the exception of MOA/MOUSs, dl initid
issuances of procedurd directives will pass through the coordination and review sequence described in
this section. The process for renewing procedurd directivesis described in Section 6.

51  Coordination The OPR sendsadraft verson of aprocedura directive for review by
counterpartsin dl offices. Offices are defined as NMFS Headquarters offices, Regiond Offices, and
Science Centers. Counterparts are managers in those offices who oversee specific functional aress.
Counterparts are given at least 15 working days to e-mail comments on the draft verson to the OPR, with
acopy to al other offices. Responses take two forms. acceptance as written, or acceptance with
recommended changes. If an office does not respond by the close of business on the due date, it is
presumed to accept the directive as written. The OPR collects and evauates the responses. If dl
responses indicate acceptance as written, the certifying officid certifiesthe directive is ready for Generd
Counsd review. Otherwise, further coordination occurs as necessary and as time permits to produce a
consensus verson. A routing/correspondence control sheet isrequired for coordination of procedura
directives.
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5.2  Dispute Resolution. \When responses from one or more offices indicate acceptance with
recommended changes, the OPR has the option to prepare arevised version incorporating the changes.
Disputes are resolved at the lowest possible level, and the OPR seeks to devel op consensus when
preparing afina verson. However, the OPR is not obligated to indefinitely delay the directive
implementation process until a consensus can be reached.

When one or more office is known to sill have a dissenting opinion, the OPR includes a point paper in the
package to be submitted for find approva. This point paper identifies the dissenting party(ies) and the
magjor area(s) of disagreement, and includes an explanation for the text ultimately used. The OPR should
share the point paper with al other offices, dong with the find verson of the directive. This communicates
the reasons for the disagreement and the find choice of text.

5.3  Genera Counsd and Public Review. The OPR sendsthe certified verson of aprocedura
directive to the Generd Counsd for Fisheries (GCF) for legd clearance. All comments, including
dissenting comments, are included in the GCF package. The OPR incorporates changes from GCF, as
appropriate. If the directive isto be subject to public comment and/or review, the OPR coordinates this
and incorporates changes as appropriate. If substantia changes are made as aresult of the public review,
the OPR sends the directive to dl offices again as described in Section 5.1.

54  Approva. A packagefor approval of the directive is prepared according to the OPR:s
guiddines. This package includes the directive and responses from dl offices. The goproving officid
congders comments, including dissenting comments, in deciding whether or not to gpprove the directive.
A procedurd directive becomes officid when the gpproving authority sgnsthe officid hard copy on the
banner page. Only one directive should beincluded in each package (or file folder) sent to FFMB2.
Directives should not be combined in folders. F/MB2 enters the effective date on the officid hard copy
and assgns the directive a number following the ingructionsin Appendix D. The OPR then enters the
effective date and the assgned number on the banner page and header of the ectronic verson. The
OPR aso enters the term “sgned” and the date on the signature line, and provides F/MB2 with a copy of
the gpproved directive as a .pdf (Portable Document Format) file. F/MB2 posts the directive on the PDS
Web site within three working days. F/MB2 maintains the signed hard copy of each procedurd directive
aong with a copy of the coordination/clearance sheet and any other essentia coordination documentation.

Officid sgned copies are permanent Federa records and will be archived in accordance to NOAA and
Nationd Archives guiddines.

6. | ssuance Types.

6.1 Initid. Each procedurd directive will have afirst issuance under the PDS. Theseinitid issuances
are coordinated as outlined in Appendix B, Sections 5.1 through 5.4.

6.2  Renewd. Each procedurd directive will undergo an annua review process based on the annua

anniversary effective date of the directive. The effective date begins a one-year period known as
the annud review cycle. The annud review cycle will be completed by the anniversary date of the
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directive, which is one year from its effective date. The OPR may also conduct an unscheduled
update of a directive before the anniversary date if circumstances warrant such a change (for
example, if the existing procedura directive conflicts, competes or isincons stent with guidance in
new legislation, regulations or policies)

The renewa processis summarized in Figure B-2 and described in Sections 6.2.1 and 6.2.2.

Existing procedural directive
(with an effective date)

v

90 days before anniver sary date:
F/MB2 sends an e-mail “tickler” notice to OPR
reminding them to complete update process
by anniversary date.

v

30 daysbefore anniver sary date:
OPR compl etes devel opment and coordination of
directive drafts and produces final document or
provides certification that update is not necessary.

v

Anniversary Date:
Directiveissigned. Annual update cycle ends.

FigureB-2. Summary of the procedural directive renewal process.

6.2.1 Recommendationsfor Update. At any time during the first nine months of a procedura directivess
annua review cycle, management a another office may notify the OPR of any recommended changes to
the directive

6.2.2 Update Process. Approximately ninety caendar days prior to adirectivess anniversary date,
F/MB2 sends a notice reminding the OPR to complete the update process before the end of the annual
cycle. The OPR evauates any update recommendations received from other offices during the first nine
months of the annua cycle. If no update recommendations were received from other offices by 90
cdendar days before the anniversary date and the OPR could not identify the need for an update, a
directive may stand without modification through the annud cycle. The OPR may decide not to update a
directive even when another office has requested a changeif circumstances dictate the need for it to
remain unmodified. When a directive does not require an update, the OPR provides a certification
memorandum, signed by the directive certifying officid (i.e.,, divison chief), to FFMB2 by day 60 of the
90-day update period indicating the directive was reviewed and is current. A procedurd directive
certification memorandum template is available a the PDS Web ste Toolkit at
http:/Amww.nmfsnoaa.gov/directivesitoolkit/toolkit.ntm. The sgned certification memorandum is
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electronicaly sent to F/MB2 in .pdf format for posting at the PDS Web ste. When converting the
document to .pdf format, the OPR assigns an gppropriate file naming convention number using the
ingtructions provided in Appendix D.

If update recommendations have been received by 90 caendar days before the anniversary date, or if the
OPR identifies the need for an update, then the OPR will complete staff work to update a directive by day
60 in the 90-day update period. Thisincludes coordination with other offices (Section 5.1) aswell as
dispute resolution (Section 5.2). The last 30 calendar days of the 90-day period are reserved for GCF
coordination (Section 5.3) and signature by the Office Director (Section’5.4).

The OPR should begin coordinating afirst draft by the 10th working day in the 60-day staff work period.
A complete document is coordinated which has the areas revised during this update cycle indicated with
redline and strikeout. When the coordination process is finished, a complete document with changed
areas marked is provided for GCF review.

The effective date (14 cdendar days after Sgnature) is entered in the banner page and header and serves
asthe new anniversary date for the next annud review cycle. Thisisfollowed by the find gpprova
process as outlined in Section 5.4.

The OPR may request awaiver from F/MB2 if adirective cannot be updated by the end of the annua
review cycle. Such requests briefly state the reason additiond time is needed and include anew
completion date.

7. Recison A procedurd directive will be rescinded when it is no longer needed. The procedures
outlined in Section 5 on development, coordination, and approva should be followed for recisons of
procedura directives. Only the gpproving authority for the procedure can rescind the procedura
directive. Theformat for recison of a procedurd directive can be found in the PDS Web site Toolkit
(http:/AMmnww.nmfs.noaa.gov/directivesitool kit/toolkit.ntm). The number assigned to the directiveisretired
when the directive is rescinded.

7.1  Emergency Recison Inan emergency Stuation, the OPR may immediately rescind a procedura
directive and notify FFMB2. F/MB2 digtributes an e-mail notification of recison to dl PDS usersand
removes the directive from the PDS Web site.
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1 Introduction. Supplements provide guidelines needed to adapt procedura directives to specific
issues addressed by NMFS Headquarters Offices, Regiond Offices, Science Centers or other field
offices. The gpproving authority for supplementsis the Office Director, Regiona Adminigtrator or
Science Director corresponding to these offices.

2. Format. Follow the generd format guidelinesin this section for dl supplemerts.

21  Magns. St left and right marginsto 1inch. Set bottom marginto 0.6 inch. Set top marginto 1
inch for the banner page and 0.6 inch for every page thereefter.

2.2  Font. Use12 point Times New Roman font throughout the document. OPRs may diverge from
this requirement and use fonts such as Courier New when necessary for product specifications or smilar
documents.

2.3  Tabs Except for the table of contents, tab stops should be set every 0.5 inches from the left
margin.

24  Headers. Include aheader conssting of the PDS number and the supplement:s effective date.
The header text isbold and right judtified. Suppress the header on the banner page. An example of a
supplement header is NMFSS 04-104-01-01-NER November 14, 2004. (See Section 3afor
additiona information on the supplement title and number.) Templates for PDS banner pages and headers
arelocated inthe Toolkit of the PDS home page at
http:/Amww.nmfs.noaa.gov/directives/toolkit/toolkit.htm.

25  PageNumbering. Set page numbers to appear at the bottom center of each page. Suppress
page numbering on the first page. For gppendices, reset the page number to 1 on the first page and use
format <gppendix letter - page number> (e.g., A-1).

3. Banner Page. Thefirst page of a supplement consists of a banner with a green background
followed by document information and a signature block. Figure C-1 depicts the banner format.
Templates for PDS banner pages and headers are located in the Toolkit of the PDS home page at
http://mww.nmfs.noaa.gov/directivesitool kit/tool kit.htm.
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Department of Commerce $ National Oceanic & Atmospheric Administration $ National Marine Fisheries Service

(a) NATIONAL MARINE FISHERIES SERVICE NORTHEAST SUPPLEMENT
04-104-01-01-NER
(b.) NOVEMBER 14, 2004

(c.) Operations and Services
(d.) Observer Program Policy, NMFSPD 10-4
(e.) Observer Program Standards and Guidelines, NMFSI 10-401

(f.) DATA COLLECTION STANDARDS IN NE GROUNDFISH FISHERIES

(g.) NOTICE: This publication is available at: http://www.nmfs.noaa.gov/directives/.

(h.) OPR: F/NER (J. Doe) (j.) Certified by: F/NERx2 (B. Ware)
(i.) Type of Issuance: Renewal.

(k.) SUMMARY OF REVISIONS: This directive issues additiona guidance regarding data
collection standards unique to the Northeast region-s groundfish fisheries.

()

Patricia A. Kurkul Date
Regiond Administrator, Northeast Regiona Office

Figure C-1. Sample banner format for a supplement.

Fill in the banner with the directive informeation as follows;

a. PDS Supplement Titleand Number - Thetitlewill congs of “NATIONAL MARINE
FISHERIES SERVICE<Region/Office Name> SUPPLEMENT For example, the title for the
third Northeast Region supplement during the year 2004 which supplements NMFSI 10-401
would be: “NATIONAL MARINE FISHERIES SERVICE NORTHEAST
SUPPLEMENT.” The supplement number start with the procedurd directive being
supplemented, followed by adash and a 2-digit designation for the number of the supplement
(e.g., the first supplement to the procedureis‘01'), followed by another dash and a 3-
character designation for the office sponsoring the supplement. For NMFS regions, use the
three-letter abbreviation for the office desgnation B e.g., “NER” for Northeast Regiona Office,
“PIC” for Pacific Idands Science Center, €tc.

Example: Northeast Region issuesiits firg supplement gpplying to Instruction 04-104-01.
The supplement number on the banner is:
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NATIONAL MARINE FISHERIES SERVICE NORTHEAST SUPPLEMENT
04-104-01-01-NER
F/MB2 assgns supplement numbers.

b. Effective Date - Leavethisblank until the directiveissgned. The effective date is normaly two
weeks (14 caendar days) after the directive is Sgned by the gpproving authority (eg., to adlow
time for implementation and/or training on anew directive). The effective date isthe anniversary
date for the directive.

In cases where the OPR desires the directive to become effective later than two weeks after
signature, the OPR should include the rationae for the date as part of the background
information accompanying the directive. The OPR aso should specify the desired effective date
inrdative terms (i.e.,, 90 days after the directive is Signed).

c. SeriesTitle - Titleof PDS series where the supplement isfound. Titlesare foundin Figure 1in
the introduction to NMFSI 30-101-01.

d. Policy Directive - Name and number of the policy directive being implemented.

e. Procedural Directive - Name and number of the procedura directive being supplemented.

f. Subject Title - Name describing the supplement:=s subject matter.

g. Notice - The URL for the location of the document on the NMFS PDS Web site.

h. Office of Primary Responsibility (OPR) - Routing code for NMFS Headquarters Office,
Regiond Office or Science Center respongble for the supplement followed by name of the
author (firgt initid and last name).

I. Typeof Issuance - Term indicating type of most recent issuance. Options are:

() Initid - first issuance of supplement under the PDS.
(2) Renewd - annud update of the supplement, or unscheduled update issued between
annua updates.

j. Certified by - Name of manager of the organizationa unit which developed the supplement. For
afidd office, this could be the same as the gpproving authority. Use the same format as OPR
block.

k. Summary of Revisons - Lig of al documents superseded by the supplement. Include the full

title, issuance number, and date of the documents being superseded. If the supplement isan
update, summarize the mgor changes made from the previous version of the supplement.

C-4



NMFSI 1-101 effective date

|. Signature and Date Line - The Sgnaure and date line begins four lines beneeth the last line of
the Summary of Revisons. The line should be 45 spaces long (or extend from the 1 inch position
to the 4.75 inch pogition). The name and title of the gpproving authority should be directly under
the line and flush & the left margin. The word “Date” should be at the 3.67 inch position under
theline. Theline may be extended, as needed, for a name and date that overrun or crowd the

specified 45 spaces.

m. Banner Color - Use the 20 percent fill setting and the standard green color for banner table cdlls
containing (@) through (f).

4, Content. Follow the structure and content ingtructions outlined in Section 4.1 for the main body
following the banner page. The body of the document should begin on anew page. Thetitle of the
document should be bold and centered immediately below the header.

4.1  Tableof Contents. Follow the format used in the parent ingtruction. The table of contents should
begin two lines below thetitle. The words“Table of Contents’” should be underlined and digned at the
left margin. The word “Page” should be underlined and digned at the right margin. Set tabs at 0.25 inch,
0.60 inch, 1.10 inch, and 1.60 inch. Place the page number for each section, subsection, sub-subsection
and, should it be necessary, afourth level subsection dong the right margin using dot leaders. For along
title needing additiond lines, use the same indentation as the first line and Sart the dot leader from the first
line. Thetable of contents for a supplement covers only the main body of the document. Provide a
separae table of contents for each appendix (if any). The table of contents for the main body of the
document should include a section entitled “Appendices’ dong with the title of each appendix.

4.2  Structure. Place policy-oriented materid to guide decisons and actionsin the main body.
Didtribute more detailed “how-to” information into appendices.

4.3 Section Numbering and Paragraphs.  Sections, subsections, and sub-subsections are titled and
dructured asfollows:

n. Section Title.

n.n Subsection Title.

n.n.n  Sub-subsection Title.

Under any of these levds whereitems are listed for emphasis or clarity, indent text at 2 inch stepsas
follows

a XX XK IOXK XK SOOI XXX XXX XXX,

(1) XK XK I XXX IO XK XXX XKKXX
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44  Tablesand Figures. Tables or graphics may be placed at any location within a supplement.
Number tables and figures seridly in the main body of the supplement. In appendices, include their letter
in serid numbering, i.e, “<appendix letter>-<figure number>.”

45  Forms. OPRsare respongble for continuing the use of existing forms or creating new forms.
New forms created for a supplement should have a corresponding PDS directive number. The OPR is
responsible for maintaining and digtributing the form(s). Exigting forms will remain in use until replaced by
an OPR. All forms must be consgtent with relevant NOAA Adminigrative Orders (NAOSs) or
Department Adminigtrative Orders (DAQOs). (See DAO 205-10 and NAO 205-10.)

46  Appendices. Use gppendicesin supplements as necessary. Follow the format used in this and
other appendices of the parent ingtruction.

4.7  Specid Ingructionsfor MOA/MOUs. Memoranda of Agreement/Memoranda of Understanding
MOA/MOUs referenced in or relevant to the supplement must be filed with the supplement.

5. Deveopment, Coordination, and Approval. Regiond Offices, Science Centers and field offices
are the OPRs which may develop supplements.

51  Regiond Supplements. Supplementsto beissued by OPRsin Regiond Offices, Science Centers
or field offices are coordinated with other affected NMFS organizations (i.e., Headquarters offices,
Regiona Offices, Science Centers). The coordination and approva process of regiond supplementsis
less formal than for policy and procedurd directives.

If the supplement is rlevant only to the issuing OPR, the OPR will send the supplement to dl of its
counterpart offices (e.g., if the issuing OPR is a Science Center, the supplement is sent to al other Science
Centers) asa courtesy but not for review. The supplement is sent for review to the OPR sponsoring the
parent procedura directive. If the supplement is or could be relevart in other regions, then the draft
supplement is sent to dl counterpart offices for review, as well as to the OPR sponsoring the parent
procedura directive.

At least 15 working days are allowed for comments. If an office does not respond by the close of
business on the due date, it is assumed to accept the supplement as written. More than one iteration of
the draft/review process may be necessary, but the OPR works to develop a consensus verson.

If thereis a potentid for multiple offices to develop supplements that are incons stent with one another,
then thisissue israised to the OPR that issued the parent procedura directive. The Headquarters OPR
responsible for managing the functiona area addressed by the supplement will have the find decison
authority on matters of conflict with nationd policy and procedures, and in ensuring consstency across
regions. It is suggested that as a courtesy, the OPR prepare and share a point paper with other offices,

C-6



NMFSI 1-101 effective date

aong with thefind verson of the directive, to communicate the reasons for any disagreement and the fina
choice of text.

No General Counsd clearanceisrequired. If the directive isto be subject to public comment and/or
review, the regiond OPR coordinates this and incorporates changes as appropriate. If substantia changes
are made as aresult of the public review, the OPR sendsthe directive to dl counterpart offices again as
described in Section 5.1.

A supplement becomes officid when the gpproving authority sgnsthe officid hard copy on the banner
page. The OPR enters the effective date on the banner page and header of the eectronic verson of the
officid hard copy. The OPR adso entersthe term “signed” and the date on the signature line. The OPR
then provides an eectronic copy asa.pdf (Portable Document Format) file to the Office of Policy (F/OP)
for pogting on the PDS Web site dong with officia natification from the gpproving authority that the
supplement was sgned.

When converting the document to a.pdf file, the OPR assgns an gppropriate file naming convention
number using the ingtructions provided in Appendix D. FFMB2 pogts the supplement on the PDS Web
gte within two working days. The OPR maintains the signed hard copy of each supplement. Officid
sgned copies are permanent Federa records and will be archived in accordance to NOAA and National
Archives guiddines when no longer needed.

6. | ssuance Types.

6.1 Initid. Each supplement will have afirg issuance under the PDS. Theseinitid issuances are
coordinated as outlined in Section 5.

6.2  Renewd. Each supplement will undergo an annua review process. Thisannual review processis
based on the directivess effective date. The effective date begins a one-year period known as the annua
review cycle. The annud review cycle will be completed by the anniversary date of the directive, whichis
one year from its effective date. The annud review process for supplements is specified by the developing
OPR. The OPR may aso conduct an unscheduled update of adirective before the anniversary date if
circumstances warrant such a change (for example, if the existing supplement conflicts, competes or is
incongstent with guidance in new legislation, regulations or procedurd directives.)
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Existing supplement
(with an effective date)

v

90 days before anniver sary date:
F/MB2 sends an e-mail “tickler” noticeto OPR
reminding them to complete update process
by anniversary date.

v

30 daysbefore anniver sary date:
OPR compl etes devel opment and coordination of
supplement drafts and produces final document or
provides certification that update is not necessary.

v

Anniversary Date:
Supplement is signed. Annual update cycle ends.

Figure C-2. Summary of the supplement renewal process.

If the OPR decides not to update a supplement, the OPR provides a certification memorandum, signed by
the supplement certifying officia, to FFMB2 by day 60 of the 90-day update period indicating the directive
was reviewed and is current. A supplement certification memorandum template is avallable at the PDS
Web ste Toolkit & http://mww.nmfs.noaa.gov/directives/itool kit/toolkit.ntm. The sgned certification
memorandum is eectronicaly sent to F/MB2 in .pdf format for posting at the PDS Web ste.

An example of the annud review cydeis provided in Figure C-2.

7. Recison All supplementsremain in effect until officidly superseded or rescinded by the OPR. A
supplement will be rescinded when it is no longer needed. The applicable procedures outlined in Section
5 on development, coordination, and approva should be followed for recisons of supplements. The
number assigned to the directive is retired when the directive is rescinded.

7.1  Emergency Recison In an emergency Stuation, the OPR may immediately rescind a supplement
and notify F/MB2. F/IMB2 digtributes an e-mail natification of recison to dl PDS users and removes the
supplement from the PDS Web site.

APPENDIX D - PDS Electronic Filing Numbering System

Table of Contents: Page
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1 Introduction. A file naming convention is required for file management and indexing. Thefile

name is based on the PDS numbering scheme and is used to save, tranamit, and post documents
eectronicaly. When adocument is converted to a..pdf (Portable Document File) file following
ggnature, it will be named using the method described in this Appendix before transmission to the Office
of Policy (F/OP) for posting. The numbering system for policies, procedures, and supplements
described in Appendices A through C is not changed. Banners are not changed.

2.

Responsihilities. F/MB2 is responsible for assigning gppropriate file names using the

directions provided in this Appendix prior to posting documents on the PDS home page.

3.

Format. PDS policy and procedures identify only the functional areaand directive number.

The file names are based on the numbers used in the banners to identify the directive.

31

File Name. Eachfile name beginswith “pd” and endsin “.pdf.” The“pd” isfollowed by 5

numbers and one character for palicies, 8 numbers and one character for ingtructions and manuds, and
acombination of 14 numbers and four characters for supplements. Use lower case letters for
characters (e.g., pd, .pdf). When Adobe Acrobat is used to convert the file to .pdf, the file extenson
“.pdf.” isautomaticaly assgned.

311

a

312

Policy Directives. Using NMFSPD 1-1 as an example:

Thefirg and second numbers describe the functiona area as described in Figure 1 (01-
99).

The third, fourth and fifth numbers of the file name describe the policy directive number (101-
999).

All file names end with “.pdf.”
File naming example for NMFSPD 30-101: 30-101.pdf

Procedura Directives. Usng NMFS| 30-101-01 as an example:
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a. Thefirg and second numbers describe the functiond areaasdescribed in Figurel  (01-99).

b. The third, fourth and fifth numbers of the file name describe the policy directive number (101-
999).

c. Thesxth and seventh numbers of the file name are added for procedura directives and describe
the procedurd directive number (01-99).

d. All filenamesend with “.pdf.” (All files should be saved as .pdf documents.)
File naming example for NMFSl 30-101-01: 30-101-01.pdf
3.1.3  Supplements. Supplement file namesidentify theissuing Regiond Office or Science Center
and the supplement number. Additiona characters and numbers are added to the above to identify
supplements. Using NMFS NER Supplement applicable to NMFSI 30-101-01 as a hypothetica
example

a  Thefirg and second numbers describe the functiond areaas described in Figure1  (01-99).

b.  Thethird, fourth and fifth numbers of the file name describe the policy directive number (101-
999).

c. Thesxth and seventh numbers of the file name are added for procedura directives and
describe the procedura directive number (01-99).

d. After the seventh number, the 2-digit supplement number is added (01-99)

e.  After the ninth number, the 3-charactera office identifier is added (e.g., “NER” for Northeast
Regiord Office, “SWC” for Southwest Science Center, €tc.).

f.  After theidentifier, the number of the supplement is added — 052003.
g All filenamesend with “.pdf.”

File naming example for NMFS NER Supplement gpplicable to
NMFSI 30-101-01 is: 30-101-01-01-NER. pdf

3.14  Cetification Memoranda. Certification memoranda use the same file naming convention as
described above but the filename is prefaced with “cert” and the date isincluded in parentheses.

For example, the file naming convention for a certification memorandum dated September 3, 2005, for
the policy directive NMFSPD 30-101 is: cert (September 3, 2005)30-101.pdf.
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A certification memorandum dated September 3, 2005, for NMFS| 1-101 would be: cert(September
3, 2005)30-101-01.pdf

A certification memorandum dated April 15, 2005, for NMFS NE Supplement 30-101-01-01-NER
would be: cert(April 15, 2005)30-101-01-01-NER.pdf

3.2 Formula. The formulafor the file naming convention is
Formula Functional Area Policy Number Procedure Supplement Region Identifier .pdf
(Manud or Number (offices and
Instruction) centers)
Number

Characters/ 00 000 00 00 NER, NEC .pdf
Numbers (01, 02, 03, 04, (101 - 999) (001 - 99) (01-99) SER, SEC

05, 06, 07, 30, SWR, SWC

31, 32, 33, 34, PIR, PIC

35, 36, 37, 38, NWR, NwWC

39...99) AKR, AKC

Example 30 101 pdf
NMFSPD 30-
101
Example: 30 101 01 .pdf
NMFS| 30-101-
01
Example: 30 101 01 01 NER .pdf
NMFSNER
Supplement
applicable to
NMFS 30-101-
01
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Additiona examples.

The file name for NMFSPD 10-5is:. pd01005a.pdf

The file name for the 3¢ version of NMFSPD 60-1 is. pd06001c.pdf

The file name for NMFSI 10-366 is. pd01003066a.pdf

Thefile name for NMFS NER Supplement 03-2002 applicableto NMFSI 10-925is
pd01009025ner032002a. pdf
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